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Approval Process

1. Navigate to Unit to approve a Press Release or a 

News Story Navigate to Orders & Directives or  

Messages approve them

2. Select View Reports then Pending Approval from 

the Site Action menu

3. Review Items to be approved

4. Approve or Reject
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Content Management Workflow 
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Content Management Workflow 
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Navigating to Unit for News Story or Press 

Release

1a. Click Units
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Navigating to Unit for News Story or Press 

Release

1b. Select Unit
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Navigating to Unit for News Story or Press 

Release

1c. Click Unit from list of links
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Navigating to Messages

1a. Click News from the drop down menu

1b. Click

Messages
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Navigating to Orders and Directives

1a. Click News from drop down menu

1b. Click

Publications

1c. Click

Orders and 

Directives
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Approval Process – Reports Method

NOTE: Approvals must be done from the site where the item was created

2a. Click Site Actions drop down

2b. Click View Reports

2c. Click Pending Approval



UNCLASSIFIED

UNCLASSIFIED 10

Approval Process – Reports Method

3. Check Item(s) to approve

NOTE: All items can be checked

by clicking in the box next to Type

NOTE: If Workflows are set up to

be started manually, you can 

approve in bulk, if not you must 

approve each item separately.
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Approval Process – Reports Method

4a. Click Actions drop down

4b. Click Approve
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5a. Enter Comment

5b. Click OK

Approval Process – Reports Method
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6a. Enter Comment

6b. Click Approve

Approval Process – Reports Method
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 Another way to approve is to navigate to Unit, 

Messages, or Orders & Directives

 Click View all Site Content

 Click Page Library

 Locate item to approve

14

Approval Process – List Method
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Approval Process – List Method

1a. Click View All Site Content
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Approval Process – List Method

1b. Click Pages
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Approval Process – List Method

1c. Locate Record to Approve. Might need to sort or filter first.

NOTE: You might need to sort or filter the list to find the record to approve.

Click the drop down on the field you wish to sort or filter
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Approval Process – List Method

1d. Click Record Drop Down on Name and Select Approve/Reject
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Approval Process – List Method

1e. Click Approved or Rejected and Enter Comment

1f. Click OK
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Approval Process – List Method

1g. Click OK

NOTE: When using the alternate method you will be prompted that the 

Content Approval Workflow is currently running and that you will cancel

the workflow if you continue. Just Click OK.
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Approval Process – Email Method

1a. Click link in email to view the item to be approved. 

Then go through approval process as before


